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CLIENT COMPLAINTS OF DISCRIMINATION
PURPOSE:
To st forth procedures to respond to complaints of discrimination by clients.
SCOPE:
Departmentwide
POLICY:

All client complaints of discrimination in departmentaly funded programs must be forwarded
to the Office of Personnel (OP) immediately upon receipt. Department employees involved
with such complaints will assst OP in itsinvestigation in whatever manner requested.

COMPLAINT OF DISCRIMINATION DEFINED

For the purpose of this policy, acomplaint of discrimingtion is defined as averba or written
dlegation by aclient or potentid client that he/she has been unlawfully denied or excluded
from participation in benefits or services, or has otherwise been subjected to disparate
treatment in the delivery of benefits or services, on the grounds of race, color, nationa
origin, age, X, disability, or religious beliefs.

PROCEDURE FOR RECORDING COMPLAINTS

All complaints of discrimination filed by any dient or potentid dient must be immediately
forwarded to Office of Personnd.

An employee who receives averba complaint from an individud (e.g., over the telephone)
must immediately complete a " Charge of Discrimination” form (PF-41 See palicy 3.2). All
information contained in the form must be obtained from the individuad. The employee
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who receives and recor ds the complaint must immediately forward the form to OP.
The form must be sgned and dated by the employee.

NOTE: Consgtent processing of discrimination complaints, which must be filed within 180
days of the incident, isimportant for compliance with federa regulations and to avoid
possible federal sanctions due to mishandling of cases. Therefore, the above ingtructions
must be followed, without exception, whenever acomplaint of discrimination has been
received in the Department.

INVESTIGATION PROCEDURE

In compliance with federa regulations, the Office of Personnd will investigate complaints of
discrimination and will provide the complainant with a determination within 30 calendar days
following completion of the complaint investigation. Copies of the determination will aso be
provided to the appropriate division director.

If the determination is made that discrimination has occurred, corrective action will be taken.
Regardless of the determination, the complainant will be notified of their right to filea
complaint with the gppropriate federal agency.

EXCEPTION: In compliance with federd laws and regulaions, dl complaints aleging age
discrimination will be promptly forwarded by the Office of Personnd to the appropriate
federa regiond office for referrd to the Federal Mediation and Conciliation Service

(FMCS).
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